DI VI SI ON OF ADM NI STRATI ON

PERSONNEL POLI CY NO. 23

EFFECTI VE DATE: Oct ober 5, 1993
SUBJECT: Renmpbval of State Records
AUTHORI ZATI ON: VWi tman J. Kling, Jr.

Assi st ant Commi ssi oner

POLI CY:

It is the policy of the Division of Adm nistration that no
enpl oyee shall nove, or cause to be noved, any record from
the officially designated worksite, for other than work-
rel ated purposes, wthout specific witten authorization
from t he section head (or hi s/ her del egat ed
representative).

This policy is not intended to violate an individual's
right to information under the Public Records Access Act.

PURPCSE:

To ensure the pronmulgation of rules governing record
security, to assign responsibility for provisions of the
policy, and to explain the process for adhering to the

policy.
APPLI CABI LI TY:
This policy shall be applicable to all sections within the

Di vi sion of Adm nistration, both general appropriation and
ancillary appropriation.



This policy applies to all enployees of the Division of
Adm ni stration.
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| V. DEFI NI TI ONS:
A. Record:

Al l docunents, papers, letters, books, draw ngs, naps,
pl at s, phot ogr aphs, magnetic or optical medi a
mcrofilm m crophotograph, notion picture film or
ot her docunment or any other material, regardless of
physi cal formor characteristic, generated or received
under law or in connection with the transaction of
official business, or preserved by an agency or
political subdivision because of other informational
or | egal val ue.

B. Oficially Designated Wirksite:

The l|ocation at which State business is conducted
(either the usual place of business or some off-site
| ocati on when on official business).

C. Witten Authorization:

Approval granted in witten form by the appropriate
section head (or his/her del egated representative).

V. PROCEDURE:

In order to obtain authorization to renmove a record from
the officially designated worksite, a witten request shall
be submtted to the appropriate section head, through the
supervisor, prior to the intended renoval. The request
shall contain the following information regarding the
record: description, destination, reason for utilization,
and projected time of return. The section head shall
determ ne the appropriateness of the request; signify, in



VI .

writing, his/her approval or disapproval; and return the
docunment to the requestor's supervisor. The supervisor
will inmmediately forward the docunment to the requestor
RESPONSI BI LI TY:

A. Deputy/ Assi stant Conmm ssioners are responsi ble for:

Hol di ng accountable the section heads under his/her
supervision for adhering to all aspects of this

policy.
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B. Section Heads are responsible for:

Assuring that each enpl oyee under his/her supervision
current and new:

! s made aware of this policy and its contents as
wel |l as any forthcom ng revisions, and

s informed that he/she nust abide by the terns
of the policy, and

Is informed of the consequences of any violation
of this policy.

Bringing violations to the attention of t he
deput y/assi stant conmm ssioner and dealing with the
violation in a fair and consi stent manner.

Monitoring the effectiveness of and assuring
conpliance with the provisions of this policy.

Protecting, conserving and ensuring the proper use of
records under his/her managenent.

Responding to requests to renove records from the
officially designated worksite wth approval or
di sapproval



C.

D.

Manager s/ Supervi sors are responsi ble for:

Complying with this policy in any fashion instructed
by the section head.

Enpl oyees are responsi ble for:
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Conplying with the provisions and spirit of this
policy.

Assuring the protection and respect of records in an
appropriate manner

Reporting known violations of this policy to the
supervi sor, section head, or Appointing Authority.

Forwardi ng requests to the section head in a tinely
manner regarding renoval of records from the
officially designated worksite.
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V. EXCLUSI ONS:

There will be no exceptions to this policy.

VI. QUESTI ONS:

Questions regarding this policy should be directed to the
O fice of the General Counsel.

VI1. VIOLATI ONS:

Enpl oyees found to have violated this policy nay be subject
to disciplinary action up to and including term nation
and/ or crim nal prosecution.

WK, JR/ AG cm



